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CHAPTER  I 


INTRODUCTION  TO  THE  STUDY 
Statement  of  the  Problem 

The  purpose  of  this  study  was  to  construct  a series  of 
exercises  for  the  Improvement  of  certain  study  skills  needed 
for  reading  ninth-grade  Junior  business  training  material. 

Analysis  of  the  Problem 

The  following  supplementary  problems  were  encountered 
while  developing  the  study: 

1.  To  improve  comprehension  in  ninth  or  tenth  grade 
Junior  business  training  through  the  selection  of 
those  study  skills  needed  for  mastery  of  this  subject 

2.  To  choose  a well-known  Junior  business  training  text- 
book to  use  as  the  basis  for  the  exercises 

3.  To  construct  a series  of  exercises  to  improve  those 
study  skills  needed  in  reading  Junior  business  training 
material 


Justification  of  the  Problem 

The  need  for  this  type  of  study  has  been  suggested  by  the 
fact  that  no  discussion  of  reading  in  the  content  fields 
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contains  any  mention  of  business  education.  Such  discussions 
Inevitably  limit  the  content  fields  to  English,  social  studies, 
mathematics  and  science,  neglecting  such  business  education 
subjects  as  general  business  training,  consumer  economics, 
business  law,  business  English,  economic  geography,  business 
organization,  and  management,  which  most  definitely  should  be 
considered  as  content  subjects. 

The  need  for  special  instruction  in  reading  at  every  level 
and  in  each  of  the  content  fields  is  clearly  shown  by  Leary"  in 
the  following  paragraph: 

The  first  requisite  of  reading  is  a mastery 
of  the  'mechanics'  on  which  continued  mastery 
depends — . . .Too  often  we  think  of  these  mechanics 
of  reading  as  belonging  to  the  primary  grades,  whereas 
their  mastery  cannot  be  acquired  until  much  later. 

2 

Artley  states  that  "evidence  exists  that  the  skills, 
habits  and  attitudes  necessary  for  reading  in  the  several 
content  areas  to  a large  degree  are  specific  to  the  area  being 
studied. " 


1 

Leary,  Bernice  E. , Improving  Heading  In  Content  Fields, 
Supplementary  EducatlonalTlono^a^Ticrr^2 ,“The  University  of 
Chicago  Press,  Chicago,  1947,  pp.  10-13. 

2 

Artley,  A.  Sterl,  Ibid.  , pp.  39-42. 
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Regarding  reading  In  the  content  fields,  McCullough,  Strang 
3 

and  Traxler  say: 

Reading  instruction  in  each  of  the  different 
content  fields  is  more  effective  than  instruction 
in  one  subject  only.  Under  present  conditions 
reading  ability  is  not  always  successfully  trans- 
ferred from  one  field  to  another.  Better  results 
can  be  expected  if  students  are  made  more  aware 
of  the  processes  by  which  they  read  effectively 
in  each  subject. 

4 

In  his  recent  book,  Witty  indicates  what  he  considers  the 
"Future  Developments  in  Reading  Instruction"  will  be.  Among 
these  predictions  he  makes  the  following  statements: 

New  objectives  will  stress  the  abilities 
needed  to  read  and  comprehend  the  materials  of  the 
different  subject  areas,  and  will  stress  also  the 
use  of  reading  materials  to  obtain  an  understanding 
of  and  a solution  for  personal  and  social  problems. 
Practical  skills  such  as  those  Involved  in  using 
newspapers  and  magazines  effectively  will  also 
receive  increased  attention. 

5 

Durrell  feels  that  mastery  of  the  following  three  reading 
abilities  are  necessary  for  study  of  the  content  subjects: 
first,  thorough  reading — in  which  the  pupil  carefully  studies 
the  material  for  the  specific  purpose  of  mastering  the  ideas  as 
presented;  second,  skimming  for  review  purposes— »ln  which  the 


McCullough,  Constance  M. , Ruth  M.  Strang,  Arthur  E.  Trax- 
ler, Problems  in  the  Improvement  of  Reading,  McGraw-Hill  Book 
CompanyV  Inc ,1TewTorK7  1546,  PP7^69-199: 

4 

Witty,  Paul,  Reading  in  Modern  Education,  D.  C.  Heath  and 
Company,  Boston,  1949,  pp7  178-2^0. 

5 

Durrell , Donald  D. , Improvement  of  Basic  Reading  Abilities 
World  Book  Company,  Yonkers-on*-Hudaon,“T94(!),  407pp. 
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pupil1 s objective  Is  to  read  material  rapidly  for  certain 
specific  purposes;  and  third,  assoclatlonal  reading-- In  whioh 
“The  pupil  combines  his  own  experiences  and  purposes  with  the 
material  read. M 

6 

According  to  Durrell,  “A  balanced  reading  program  should 
Include  these  three  general  study  abilities,  since  each  belongs 
in  a somewhat  different  psychological  category.* 

The  aforementioned  quotations  indicate  that  a definite 
need  exists  for  special  reading  instruction  on  the  high  school 
level,  and  that  the  best  place  in  which  to  improve  reading 
abilities  is  in  each  of  the  content  fields  and  not  in  one 
subject  only. 

The  evidence  is  clear  that  the  most  efficient  way  in 

which  to  improve  the  reading  abilities  of  students  enrolled 

in  general  business  training  classes  is  to  offer  specific 

exercises  based  on  one  of  the  most  widely  used  textbooks,  such 

7 

as  General  Business  by  Crabbe  and  Salsgiver. 

Delimitation  of  the  Problem 

1.  Junior  business  training  was  chosen  as  the  basic 
material  for  this  study  because 


Ibid.,  p.231. 

J ~ 

Crabbe,  Ernest  H. , Paul  L.  Salsgiver,  General  Business, 
South-Western  Publishing  Company,  C 1 nc 1 nnat i 7 1^46 , 660pp. 
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(a)  It  is  the  first,  and,  in  some  instances, 
the  only  formal  contact  with  business 
education  that  many  high  school  pupils 
have 

(b)  Many  students  who  are  "guided"  into  the 
various  curricula  of  the  business  educa- 
tion department  are  slow  learners  and 
frequently  are  in  great  need  of  instruc- 
tion in  reading 

(c)  The  instructional  material  used  in  Junior 
business  training  can  quite  easily  be 
adapted  to  the  type  of  exercises  of  which 

this  study  is  comprised 

2.  Most  of  the  exercises  were  intended  for  the  improve- 
ment of  those  study  skills  needed  in  reading  to  which 

the  material  in  the  Junior  business  training  textbook, 

8 

General  Business  by  Crabbe  and  Salsgiver,  could  best 
be  adapted.  These  exercises  should  not  be  considered 
inclusive  of  all  the  types  of  exercises  which  could  be 
used  to  improve  study  skills  on  the  high  school  level. 

3.  Moat  of  the  exercises  in  this  study  were  constructed 
to  improve  the  following  study  skills: 


5 

Ibid. , 660  pp 
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Reading  to  answer  specific  questions 

Reading  for  main  Ideas 

Reading  to  follow  directions 

Learning  vocabulary  In  context 

Outlining 

Skimming 

4.  The  40  exercises  in  this  study  were  not  intended  to 
accompany  the  complete  year's  work.  The  exercises 
should  be  considered  as  illustrative  only,  as  similar 
exercises  would  have  to  be  developed  when  the  needs  of 
a particular  group  of  pupils  have  been  discovered 
either  through  the  administration  of  standardized 
tests  or  sample  exercises  used  as  a pre-test.  In  some 
groups,  work  on  certain  of  the  skills  could  be  entirely 
eliminated;  while  in  other  groups , comprehensive  work 
would  have  to  be  done  with  each  of  the  study  skills 

Definition  of  the  Terms  Used  in  This  Study 

1.  Junior  business  training  or  general  business  training 
is  one  of  the  basic  business  subjects  offered  in 
grades  nine  or  ten  to  students  enrolled  in  any  cur- 
riculum of  the  business  education  department.  The 
primary  objective  of  this  course  is  to  introduce  boys 
and  girls  to  many  of  the  business  skills  and  know- 
ledges needed  for  successful  living  in  modern  society 
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2.  Study  skills  are  those  skills  and  abilities  needed  for 
the  most  efficient  reading  of  various  types  of  material 
The  following  Is  a partial  list  of  specific  reading 
skills  needed  for  mastery  of  the  material  found  in  a 
course  such  as  Junior  business  training: 

Reading  for  main  Ideas 

Reading  to  follow  directions 

Reading  to  outline  and  follow  organization 

Reading  to  answer  detailed  questions 

Reading  to  answer  specific  questions 

Reading  to  find  illustrations  of  certain  ideas 

Reading  to  generalize 

Reading  graphs 

Reading  charts  and  graphs 

Reading  abbreviations  and  symbols 

Taking  notes 

Adjusting  speed  to  content 
Learning  vocabulary  in  context 
Skimming 

Using  library  catalogue 

Using  Reader’s  Guide 

Using  encyclopedia 

Using  dictionary 

Reading  a timetable 

Reading  the  telephone  directory 


' I * -j  >i  ’ ••  ■ . . y a 

■ • ' ..  ; . • .f  / . / . " • 

,r  ' jO'I  Ol'j.l.1  a 'io  J l .f.I  . 'J  ••  (■  >■  •;!!  ’ .VO.Q  *5  j; 

* r ! n i t ; . r?  ' 

: • .*  1 . ‘.a  r i . *-t  • JifUtl,  9.  •]  (K 

: r : . • 

;r  ‘ ‘ ' ' • ■ ' v ::  L ■■  ...  ■ 

r ' ■ >;■.  ’ “O  O s -<  i ■ , . . ■ ■ / i.:  ' ■ 

. ' i 

r ' 

- i i i ' r •' 

tif.i  <"i 

' ’1.  ' r " Y\r>.- 

-dJ/io  .tf  i-o..  alJr.i/',  r. 

.or.i  ni  Y'sjI/jc  >$ov  ’ ;I/tt 

.1  .«  . i:  X bU 

1 ; J • 

tfiJE ' : S.o  ;o«3  ■ i : j 

• ' r ' : 

•: ;,!.•/  ■ .’ r:  . 

..'00  ■ ■•.•aoilqei  .•  J ...  J *•  -i< ; 


8 


Organization  of  Chapters 

This  first  chapter  contains  the  introduction  and  state- 
ment of  the  problem.  Chapter  II  is  devoted  to  an  analysis  of 
related  literature  and  research  pertinent  to  this  study. 
Chapter  III  contains  an  outline  of  the  procedures  used  in 
constructing  the  reading  exercises.  The  introduction  to  the 
exercises  and  directions  for  administering  are  in  Chapter  IV. 
Chapter  V consists  of  the  40  exercises  which  comprise  the  body 
of  this  study.  In  Chapter  VI  suggestions  for  further  research 
are  presented. 
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CHAPTER  II 


REVIEW  OF  RELATED  RESEARCH  AND  LITERATURE 


This  chapter  includes  a review  of  research  and  literature 
pertinent  to  the  problem  of  improving  study  skills  needed  in 
reading. 

Much  has  been  written  on  the  importance  of  study  skills 
but  relatively  few  experimental  studies  have  been  conducted 
on  this  particular  phase  of  the  reading  problem. 


Review  of  Related  Research 


1 

A study  related  to  the  present  one  was  made  by  Skahan. 

She  constructed  a workbook  of  exercises  for  the  purpose  of 
improving  reading  comprehension  in  ninth-grade  social  studies. 
Her  workbook  was  in  four  sections:  two  of  them  concerning 

details  and  associative  reading;  and  the  other  two,  exercises 
designed  to  give  practice  in  the  skill  c£  organization.  The 
latter  section  dealt  with  exercises  designed  to  help  the  reader 
get  the  main  ideas  through  classification  and  to  discover  the 
main  idea  of  the  paragraph  through  finding  the  topic  sentenoe. 
No  experiments  or  findings  were  reported  in  this  study. 


1 

Skahan , Mary  Gertrude , Improving  Reading  Comprehension 
in  the  Social  Studies , Unpublisned  Master's  Service  Paper, 
Boston  University  School  of  Education,  Boston,  1945,  106  pp. 
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2 

Browne  built  a workbook  of  exercises  for  the  purpose  of 
stimulating  thought  and  developing  paragraph  sense.  Some  of 
the  exercises  were  administered  to  Junior  high  school  pupils 
of  average  or  superior  ability  to  discover  the  order  of  dif- 
ficulty of  the  exercises  and  those  which  should  be  revised  or 
discarded.  The  exercises  were  divided  into  three  groups: 
simple  classification,  analysis  of  paragraphs,  and  original 

construction  of  paragraphs. 

3 

Browne  stated  that  "The  exercises  did  stimulate  thinking, 

required  concentration,  improved  the  ways  of  expression,  and 

proved  interesting  and  challenging  to  all  members."  She  found 

that  as  an  outcome  of  using  these  exercises— the  technique  of 

classification — the  growth  of  the  pupils'  vocabularies  and 

their  ability  to  arrange  ideas  in  order  had  improved. 

4 

McDonald  developed  a series  of  exercises  to  teach  out- 
lining in  grade  six.  The  lessons  were  used  daily  for  ten  weeks 
She  writes,  “After  the  first  fourteen  or  fifteen  exercises 

there  was  a noticeable  decrease  in  the  amount  of  time  consumed 

5 

in  completion  of  the  various  exercises." 


2 — 

Browne , Mary  Eileen,  Exercises  in  Classification  to 
Stimulate  Thought  and  Develop  ParagrapE  Sense , UnpubllsKed 
Master's  Service  Paper,  Boston  tJnivereity  School  of  Education, 
Boston,  1937,  78  pp. 

3 

Ibid. , p.  75. 

4 

McDonald,  Loretta  Katherine,  Workbook  of  Exercises  for 
Teaching  Outlining,  Unpublished  Master^  Service  faper,  feoston 
University  School  of  Education,  Boston,  1946,  107  pp. 

5 

Ibid. , p.  103. 
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11 

She  goes  on  to  say  that  the  pupils  lost  any  feeling  of  In- 
adequacy about  their  ability  to  make  outlines  because  the  ap- 
proach to  classifying  and  outlining  was  made  so  extremely 
6 

simple. 

7 

Another  group  of  exercises  was  constructed  by  McDonald 

for  the  purpose  of  teaching  organization  as  a study  skill  In 

the  social  studies.  She  tried  out  some  of  her  exercises  on  a 

group  of  pupil 8 and  found  that  "...  the  brighter  pupils  did 

well  and  seemed  to  enjoy  the  work,  whereas  the  slower  pupils 

found  much  of  it  quite  difficult."  She  concluded  from  these 

results  that  the  slower  pupils  needed  more  practice  on  similar 
9 

exercises. 

10 

Hulsman  constructed  a workbook  of  exercises  designed  to 

develop  the  study  skill  of  organization  in  grade  six.  These 
exercises  included  the  grouping  of  related  words  and  Ideas,  the 
listing  of  events  in  chronological  sequence,  and  the  arranging 
of  ideas  in  a meaningful  sequence  so  an  outline  of  written 
material  would  result. 

6 

McDonald,  Loc.  cit. 

7 ~ 

McDonald,  Avis,  Exercises  for  Organization  of  Reading 
Material  in  the  Social  Studies,  Unpublished  Masterfs  Service 
taper,  Boston  University  School  of  Education,  Boston,  1945, 

99  pp. 

8 

Ibid. , p.  30. 

9 

Loc.  cit. 

10  “ 

Hulsman,  Helen  Louise,  Exercises  to  Develop  Reading 
Organization  in  Grade  Six,  Unpublished  Master's  Service  Paper, 
Boston  University  School  of  Education,  Boston,  1947,  90  pp. 
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An  Informal  test  composed  of  samples  of  each  type  of 
exercise  used  in  the  workbook  was  administered  to  the  group 
prior  to  the  introduction  of  the  workbook  exercises.  These 
lessons  progressed  from  simple  classification  and  the  recog- 
nition of  the  main  ideas  of  paragraphs  to  the  writing  of  com- 
plete outlines.  The  exercises  were  administered  daily  to  the 
group  for  five  weeks  in  thirty-minute  periods.  At  the  end  of 
five  weeks  the  informal  test  was  given  again.  The  class 

showed  Improvement  in  almost  every  type  of  exercise. 

11 

Kenneally  made  a study  in  which  she  attempted  to  deter- 
mine the  relative  order  of  difficulty  of  several  types  of 
study  skills  in  the  intermediate  grades.  The  result  of  this 
study  was  as  follows,  with  the  types  of  exercises  progressing 
from  the  easiest  to  the  most  difficult: 

1.  Finding  minor  ideas  with  major  ideas  supplied 
(skeleton  outline) 

2.  Selection  of  best  summary 

3.  Retention  of  order  of  ideas 

4.  Matching  headlines  and  paragraphs 

5.  Finding  major  ideas  with  minor  ideas  supplied  (idea 
line) 

6.  Writing  original  headlines 

-yj--  — 

Kenneally,  Katherine  G. , The  Relative  Order  of  Difficulty 
of  Several  Types  of  Study  Skills  in  the  Intermediate  Grades , 
Unpublished  MasteFrs  Thesis,  Boston  University  School  of  Educa 
tion,  Boston,  1939,  70  pp. 
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13 

12 

Welch  says  that  M.  . . the  ability  to  organize  reading 
material  is  a very  necessary,  a decidely  worthwhile  skill  to  be 
developed.  The  teacher  is  responsible  for  the  skills  and 
techniques  of  her  pupils  and  can  do  much  to  improve  them."  She 
constructed  forty  exercises  for  the  express  purpose  of  devel- 
oping reading  organization  in  grade  three. 

13 

Senften  made  a similar  study.  She  constructed  a series 

of  exercises  to  promote  the  development  of  certain  study  skills 

on  the  second  grade  level.  In  both  these  studies  most  of  the 

words  used  were  taken  from  the  "Boston  University  Educational 

14 

Clinic  Primary  Word  List."  Following  each  exercise,  the 
words  taken  from  the  Word  List  were  noted;  and  in  each  of  the 
studies  the  number  of  times  each  word  was  used  was  tabulated. 


Review  of  Related  Literature 


15 

McKee  identifies  the  skills  demanded  by  various  types  of 
reading  as  "the  reading  study  jobs"  and  lists  four  which  he 
feels  all  pupils  should  be  able  to  perform. 

T2 

Welch,  Gertrude  R. , Exercises  to  Develop  Reading  Organ- 
ization in  G-rade  Three , Unpublished  Master^  Service  Paper, 
Boston  University  School  of  Education,  Boston,  1949,  104  pp. 

13 

Senften,  Nellie,  The  Construction  of  Exercises  to  Pro- 
mote the  Development  of  Fundamental  ^u^y~Bkllls  at  the  Second 
Grade~Tevel,  tJnpublleHed  Master’s  Service  Paper,  Boston  On’i- 
versity  School  of  Education,  Boston,  1949,  103  pp. 

14 

Durrell,  Donald  D.  , and  Helen  Blair  Sullivan,  Primary 
Word  List,  Boston  University  Educational  Clinic,  Boston,  1§48. 
IF~* 

McKee,  Paul,  The  Teaching  of  Reading,  Houghton  Mifflin 
Company,  Boston,  1948,  pp.  415-416. 
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14 

1.  Locating  information  that  is  pertinent  to  the  problem, 
question,  or  topic  in  mind 

2.  Evaluating  the  pertinent  information  according  to  the 
purpose  in  mind 

3.  Organizing  the  important  and  valid  information  ac- 
cording to  the  purpose  in  mind 

4.  Deciding  what  part  of  the  important  and  valid  infor- 
mation should  be  retained  for  the  purpose  in  mind  and 

securing  the  retention  of  these  ideas 
16 

Durrell  emphasizes  the  following  abilities  for  study 

of  the  content  subjects:  thorough  reading,  skimming,  and 

assoolational  reading.  A balanced  reading  program  should  in- 
clude work  with  each  of  these  skills.  To  prevent  the  devel- 
opment of  weaknesses  in  study  abilities,  provision  should  be 
made  for  specific  experiences  in  each  of  the  study  skills. 
Overemphasis  of  any  one  type  will  lead  to  the  development  of 
readers  who  lack  the  ability  to  adjust  their  approach  to  the 
reading  situation  to  the  type  of  material  being  read.  It  is 
necessary  to  adapt  the  type  of  reading  skill  used  to  the  pur- 
pose for  which  the  material  is  being  read.  All  reading  is  not 
done  for  the  same  purpose,  and  too  many  poor  readers  lack  the 
basic  ability  of  being  able  to  assign  a purpose  to  each 
reading  assignment. 

IT" 

Durrell,  Donald  D. , Improvement  of  Basic  Reading 
Abilities,  Yonkers-on- Hudson,  World  Book  Company,  1946,  pp.  231- 
26?. 
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17 

McCullough,  Strang,  and  Traxler  go  on  to  say  that  "One 
of  the  chief  sources  of  trouble  in  the  teaching  of  reading  has 
been  overemphasis  on  certain  skills  or  practices  to  the  exclu- 
sion of  others. M Care  must  be  taken  to  adapt  the  type  of 
reading  skill  to  the  purpose  for  which  the  material  is  being 
read.  This  is  one  way  in  which  to  identify  the  deficient 
reader — the  reader  who  approaches  every  reading  situation  in 

exactly  the  same  way. 

18 

Witty  believes  that  every  boy  and  girl  in  high  school 
today  should  be  given  help  in  reading.  He  feels  that,  in  ad- 
dition to  a remedial  reading  program,  every  school  should  offer 
a developmental  reading  program,  special  reading  Instruction 
for  every  pupil  in  school  whether  he  is  retarded  in  reading  or 
not. 

19 

Knapp  makes  the  statement  that  the  child  has  to  be  able 
to  select  the  study  skill  that  will  best  serve  his  purpose. 
Teaching  only  the  application  of  study  skills  is  not  enough, 
emphasis  should  be  placed  also  on  the  ability  to  select  the 
proper  skill  for  the  type  of  reading  under  consideration. 

T? 

McCullough,  Strang,  and  Traxler,  op.  cit . 

10  — 

Witty,  Paul,  Journal  of  Experimental  Education,  vol.  15: 
No.  4,  June,  1947, 

19 

Knapp,  Jessie  V.,  "Improving  Reading  Skills  in  the 
Content  Areas,"  Elementary  English,  vol.  24:  No.  8,  December, 
1947,  pp.  542-550. 
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20 

Senften  makes  the  following  statements: 

Heading  is  a means  of  extending  experience,  pur- 
suing interests,  keeping  abreast  of  the  times,  gathering 
information,  and  deriving  pleasure.  These  various  types 
of  reading  demand  different  skills  with  which  a child 
must  be  equipped  before  he  can  read  intelligently. 

21 

According  to  Bond  and  Handlon,  a child* s ability  to 
adapt  his  reading  to  his  purpose  depends  on  two  things:  his 

own  recognition  of  the  purpose  for  which  he  is  to  read,  and  his 
proficiency  in  selecting  and  using  the  skills  that  he  needs  for 
that  purpose.  Failure  to  teach  children  that  different  pur- 
poses for  reading  demand  different  methods  may  be  very  injurious 
to  their  progress  and  attitude  toward  reading. 

In  their  book,  Developmental  Reading  in  High  School,  Bond 
22 

and  Bond  make  the  following  statements: 

The  better  understanding  of  the  relationship 
between  the  various  ideas  which  are  used  in  the 
presentation  of  a topic  gives  a more  complete 
grasp  of  the  subject  under  discussion  and  enables 
the  reader  to  retain  for  a longer  period  of  time 
its  salient  points.  This  is  among  the  more  impor- 
tant and  usable  of  the  reading  techniques  and  will 
probably  aid  the  student  in  achieving  a higher 
power  of  comprehension. 


20 

Senften,  op . clt . , p.  6. 

21 

Bond,  Guy  L. , and  Bertha  Handlon,  Adapting  Instruction 
in  Reading  to  Individual  Differences,  University o t Minneapolis 
Press,  Minneapolis,  1945,  ho.  5,  pp.'  6-10. 

22 

Bond,  Guy  L. , and  Eva  Bond,  Developmental  Reading  in 
High  School , The  Macmillan  Company,  New  York,  1§41,  p.  85. 
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23 

Gates  stresses  the  Importance  of  thorough  reading.  He 
states,  "Ability  to  read  paragraphs  with  full  and  rather  exact 

understanding  Is  essential. H 

24 

Betts  feels  the  skills  essential  to  assoclatlonal 
reading  should  be  developed.  He  makes  the  following  statements: 

In  reading  to  understand  the  significance  of 
material  the  pupil  should  be  helped  to  form  habits 
of  relating  what  is  beinfe  read  to  previous  Infor- 
mation in  order  that  he  may  arrive  at  some  con- 
clusion regarding  the  significance  of  the  facts 
presented.  In  such  situations,  the  pupil  not  only 
understands  and  organizes  the  material  as  a basis 
for*  making  observations  of  his  own  regarding  it  25 
and  its  relationship  toother  facts  that  he  has  read. 

There  seems  to  be  a great  deal  of  evidence  that  specific 
instruction  in  the  various  study  skills  is  necessary  for  com- 
plete mastery.  The  best  place  in  which  to  offer  such  instruc- 
tion is  in  the  actual  classroom  situation  in  which  the  pres- 
entation of  the  study  skill  can  most  logically  be  made.  There- 
fore, the  exercises  of  which  this  study  Is  comprised  are  in- 
tended for  use  in  a Junior  business  training  class. 


23“ 

Gates,  Arthur  I. , The  Improvement  of  Reading,  The 
Macmillan  Company,  New  York,  1937,  pp.  48-50. 

; 24 

Betts,  Emmett  Albert,  Foundations  of  Reading  Instruc- 
tion, American  Book  Company,  Boston,  1946,  pp.  87-19n 
25 

Ibid. , p.  90 
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CHAPTER  III 


PROCEDURES  OF  THE  STUDY 

1.  An  analysis  was  made  of  related  literature  and 
research  studies  in  other  fields  concerned  with  the 
improvement  of  study  skills  in  reading  for  the 
purpose  of  obtaining  a background  for  the  study 

2.  A study  was  made  of  the  specific  study  skills 
needed  in  reading  ninth-grade  Junior  business 
training  material 

3.  The  following  study  skills:  reading  to  answer 

specific  questions,  reading  for  main  ideas,  reading 
to  follow  directions,  learning  vocabulary  in  con- 
text, outlining,  and  skimming,  were  chosen  as  being 
most  appropriate  for  this  study 

4.  Pertinent  excerpts  from  Crabbe  and  Salsgiver's 
General  Business  were  selected  and  exercises  were 
constructed  for  those  specific  study  skills  needed 
in  reading  ninth-grade  Junior  business  training 
material 
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CHAPTER  IV 


INTRODUCTION  TO  THE  EXERCISES  AND  DIRECTIONS  FOR 

ADMINISTERING 

Introduction 

Since  the  problem  was  to  construct  a series  of  exercises 
for  the  improvement  of  study  skills  using  Junior  business 
training  material,  the  textbook,  General  Business  by  Crabbe 
and  Salsgiver  was  selected  as  the  basis  for  the  exercises 
developed  in  this  study. 

Forty  exercises  were  constructed  to  improve  the  study 
skills  needed  in  the  study  of  general  business  training. 

Directions  for  Administering  the  Exercises 

The  exercises  were  designed  to  accompany  the  general 

business  training  textbook,  General  Business  by  Crabbe  and 

Salsgiver.  The  order  of  the  exercises  closely  followed  the 

presentation  of  material  in  this  textbook.  In  actual  usage  in 

a Junior  business  training  class  using  the  above  book,  the 

exercises  would  have  to  progress  from  the  simplest  to  the  most 

complex;  that  is,  when  a study  skill  Is  Introduced  to  a group 

for  the  first  time,  considerable  time  must  be  spent  to  Insure 

mastery  of  the  skill  by  most  of  the  group.  When  further  work 

19 
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Is  done  with  the  same  skill,  less  time  can  be  spent  on  pre- 
senting it  to  the  group. 

The  specific  study  skill  in  which  training  is  being 
offered  is  indicated  on  the  first  page  of  each  exercise.  The 
directions  accompanying  the  same  types  of  exercises  are  varied 
as  much  as  possible  to  give  the  students  practice  in  reading 
directions. 

These  exercises  should  be  considered  as  being  illustra- 
tive and  similar  exercises  would  have  to  be  developed  to 
accompany  the  entire  year's  work.  No  attempt  has  been  made 
to  construct  exercises  to  accompany  the  complete  course  of 
dsudy  for  a course  in  Junior  business  training. 

Each  teacher  using  these  exercises  will  have  to  adapt 
them  to  meet  the  needs  of  his  group.  No  work  on  study  skills 
is  of  any  lasting  value  unless  a real,  existing  need  is  being 
met  by  such  work.  The  teacher  should  discover  the  needs  of 
his  group  before  presenting  any  exercises  intended  for  the 
improvement  of  study  skills  in  Junior  business  training. 
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CHAPTER  V 


EXERCISES  FOR  THE  IMPROVEMENT  OF  CERTAIN  STUDY 
SKILLS  NEEDED  FOR  READING  NINTH-GRADE 
JUNIOR  BUSINESS  TRAINING 
MATERIAL 


21 


V ...  A:  0 

. 

■ MI  . . 

. :.v  -.I.;.--  aoIl  iJi 

.1'  1.  , T. . . 


Exercise  No.; 
Study  Skill: 
Directions: 


22 


1 

Reading  for  Main  Ideas 

Select  the  correct  main  idea  for  each  of  the 
paragraphs  on  the  following  page*  You  will  not 
use  all  of  the  ideas  which  are  listed  below. 
These  paragraphs  were  selected  from  pp.  1-? 

(Our  Business  Envlronment--The  World  of  Business 


Main  Ideas 


We  expect  to  be  able  to  buy  anything  we  want.  ( ) 

Business  helps  us  to  satisfy  our  needs.  ( I ) 

To  provide  things  we  want,  businessmen  operate 

many  kinds  of  businesses.  ( ) 

Many  enterprises  play  their  part  in  making  goods 

and  services  available  when  we  want  them.  (II  ) 


Without  production  we  would  be  limited  to  the  use 

of  goods  we  could  make  ourselves.  ( ) 

One  of  the  chief  activities  of  business  is  making 
goods  for  the  satisfaction  of  our  wants  and 
needs.  (Ill) 

The  activities  of  business  are  known  as  production.  ( ) 

Goods  must  be  made  available  to  the  persons  who 

want  to  buy  them.  (IV  ) 

Some  areas  of  our  country  are  largely  agricultural.  ( ) 

The  business  activity  of  bringing  goods  to  those 

who  wish  to  use  them  is  distribution.  ( ) 

Hundreds  of  mills  and  factories  and  thousands  of 

workers  are  required  to  make  goods.  ( ) 

An  automobile  manufacturer  buys  not  only  raw 

materials  but  also  finished  parts.  ( ) 

The  automobile  industry  provides  a clear  example 
of  the  way  in  which  different  businesses  work 
together.  ( V ) 
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Exercise  No. : 1 (continued) 


I 

From  day  to  day  we  want  many  things — . . . Whatever  we 
may  want,  we  expect  to  be  able  to  buy  it.  We  would  have  few 
of  the  things  we  use  dally,  if  we  had  to  depend  entirely  on 
our  own  efforts  to  mate  them. 


II 

It  is  not  an  accident  that  our  local  stores  have  the 
goods  we  want.  They  have  things  to  sell  because  businessmen 
have  been  planning  and  working  for  months  and  even  years  to 
make  them  available  for  us.  To  provide  things  we  want, 
businessmen  operate  farms,  mines,  stores,  factories,  railroads, 
and  many  other  businesses.  All  play  their  part  in  making 
goods  and  services  available  when  we  want  them. 


Ill 

We  can  therefore  see  that  one  of  the  chief  activities  of 
business  is  the  making  of  goods  for  the  satisfaction  of  our 
wants  and  needs.  This  activity  is  known  as  production.  With- 
out the  business  service  of  production,  we  would  be  limited  to 
the  use  of  goods  that  we  ourselves  could  make. 


IV 

The  production  of  goods  is  not  enough.  Goods  must  be  made 
available  to  the  persons  who  wish  to  buy  them.  Some  areas  of 
our  country  are  largely  agricultural,  while  others  are  mainly 
industrial.  Hence  it  becomes  necessary  to  bring  agricultural 
products  to  industrial  areas,  and  manufactured  goods  to 
agricultural  areas.  This  business  activity  is  termed  dis- 
tribution. It  involves  the  constant  flow  of  goods  from  farms, 
mines,  and  factories  to  those  who  wish  to  use  them. 


V 

The  automobile  industry  provides  a clear  example  of  the 
way  in  which  different  businesses  work  together.  • . • Hundreds 
of  mills  and  factories  and  thousands  of  workers  are  required  to 
make  these  goods.  An  automobile  manufacturer  buys  not  only 
materials  but  also  parts  . . . 
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Exerciee  No.; 


2 


Study  Skill:  Reading  to  Answer  Specific  Questions 

Directions:  Study  the  following  questions  until  you  have 

them  clearly  in  mind.  Read  pp.  11-15  (Why  We 
Should  Know  Business  Practices).  Try  to  find 
the  answers  to  all  the  questions  the  first  time 
you  read  the  selection.  Write  the  answer  to 
each  question  in  the  space  provided. 


1.  Who  are  those  who  earn  a living  by  working  for  wages  or 
salaries? 

Answer:  (Employees) 


2.  How  do  city,  state,  and  national  governments  receive  revenue 
for  services  rendered? 

Answer:  (By  levying  taxes) 


3.  What  is  the  chief  purpose  of  any  business? 
Answer:  (To  make  a profit) 


4.  What  is  the  exchange  of  money  for  goods  and  services? 
Answer:  (Business  transaction) 


5.  Why  should  every  consumer  understand  how  business  trans- 
actions are  completed? 

Answer:  (Lack  of  such  information  may  lead  to  costly 

mistakes ) 
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Exercise  No. : 3 

Study  Skill:  Reading  for  Main  Ideas 


25 


Directions:  Write  a brief  sentence  on  the  Main  Idea  of  each 

of  the  following  paragraphs  in  the  space  pro- 
vided. These  paragraphs  were  taken  from 
pp.  19-24  (Our  Money  and  Banking  Services — 

What  is  Money?) 


When  primitive  people  began  to  exchange  products  among 
themselves,  they  traded  goods  of  one  kind  for  those  of  another. 
Exchanging  goods  for  goods  in  this  way  was  known  as  barter. 

An  example  of  barter  was  the  trading  of  furs  by  the  early 
American  Indians  for  the  ornaments,  weapons,  or  other  things 
offered  by  the  Colonists. 

Main  Idea: 


Money  aids  people  in  exchanging  their  labor  or  the  goods 
that  they  have  for  the  labor  or  the  goods  of  other  people. 

For  example,  the  owner  of  a factory  hires  certain  people  to 
work  for  him  and  pays  them  in  money  for  their  work.  He  then 
sells  for  money  the  goods  that  have  been  produced.  The  workers 
use  the  money  they  have  received  from  their  employer  to  buy  the 
many  things  they  need.  In  this  way  money  aids  in  the  exchange 
of  goods  between  individuals  and  groups.  It  is  therefore 
called  a medium  of  exchange. 

Main  Idea: 


Money  is  valuable  because  it  will  buy  the  goods  and  ser- 
vices we  want.  Each  piece  of  money  has  a definite  value  be- 
cause that  value  has  been  fixed  by  the  Federal  Government. 

Main  Idea: 


) Although  no  one  has  the  right  to  print  or  to  make  his  own 

money,  sometimes  criminals  attempt  to  make  it.  Money  made  by 
anyone  except  the  Federal  Government  is  known  as  counterfeit 
money.  Everyone  should  be  careful  to  discover  counterfeit 
money.  A person  may  get  counterfeit  money  without  knowing  it. 
But  anyone  who  knows  that  he  has  counterfeit  money  and  tries 
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Exercise  No.:  3 (continued) 


to  pass  It  on  to  someone  else  may  be  sentenced  to  prison  and 
may  be  fined  a large  amount. 


Main  Idea: 
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Exercise  No.: 


4 


Study  Skill : Reading  for  Main  Ideas 

Directions:  Select  the  Main  Idea  for  each  of  the  paragraphs 

on  the  following  page.  Write  the  number  of  the 
paragraph  in  the  blank  at  the  left  of  each  of 
the  statements  on  this  page.  There  are  some 
ideas  which  do  not  belong  with  any  of  these 
paragraphs,  pp.  28-32  (Handling  Money) 


Money  is  used  thousands  of  times  every  day. 

( I )Eaoh  person  who  wishes  to  make  a payment  does  not  have  to 
have  coins  that  exactly  equal  the  amount  of  the  payment. 

The  difference  between  the  amount  that  you  give  and  the 

amount  of  your  purchase  is  known  as  change. 

(II  )In  making  change,  one  should  use  the  smallest  number  of 
coins  possible. 

r If  a customer  gives  a clerk  one  dollar  for  a flfty-cent 
purchase,  the  clerk  should  return  a half  dollar  in  change. 

(III)A  cash  register  is  a machine  that  records  cash  receipts* 

___  Cash  registers  are  commonly  used  in  retail  stores. 

(IV  )Many  cash  registers  print  a receipt  at  the  time  the  amount 
of  the  sale  is  recorded. 

The  receipt  is  usually  given  to  the  customer  with  the 

article  that  he  has  bought. 

_____  If  the  amount  on  the  reod.pt  is  not  the  same  as  that  of 
the  sale,  it  is  evident  that  a mistake  has  been  made* 
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Exercise  No. : 4 (continued) 


I 

Money  is  used  thousands  upon  thousands  of  times  every  day, 
indeed  every  hour,  in  making  payments  for  goods  and  services. 
Fortunately,  each  person  who  wishes  to  make  a payment  does 
not  need  to  have  one  or  more  coins  that  exactly  equal  the 
amount  to  be  paid.  For  example,  if  you  purchase  a pencil  for 
five  cents,  you  need  not  offer  the  clerk  five  pennies  or  a 
nickel.  You  may  give  him  a dime,  a quarter,  a larger  coin,  or 
a bill;  he  will  return  to  you  the  difference  between  the 
amount  you  give  him  and  the  amount  of  your  purchase.  The 
money  he  returns  to  you  is  known  as  change. 


II 

In  making  change,  one  should  use  the  smallest  number  of 
coins  possible.  If  a customer  gives  a clerk  one  dollar  for  a 
fifty-cent  purchase,  the  clerk  should  return  a half  dollar  in 
change,  and  not  five  dimes  or  ten  nickels.  This  method  leaves 
in  the  cash  drawer  as  many  pieces  of  change  as  possible  for 
future  transactions.  It  also  is  a convenience  for  the  cus- 
tomer as  he  usually  does  not  care  to  have  a large  number  of 
small  coins. 


Ill 

A cash  register  is  a machine  that  records  cash  receipts. 
Such  registers  are  commonly  used  in  retail  stores. 


IV 

Many  cash  registers  print  a receipt  at  the  time  that  the 
amount  of  a sale  is  recorded.  This  receipt  is  ordinarily  given 
to  the  customer  with  the  article  that  he  has  bought.  If  the 
amount  on  the  receipt  is  not  the  sane  as  that  of  the  saL e,  it 
is  evident  that  a mistake  was  made. 
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Exercise  No.:  5 

Study  Skill:  Re&dlng  for  Main  Ideas 

Directions:  Write  in  one  sentence  the  Main  Idea  of  each  of 

the  following  paragraphs.  Be  brief.*  pp.  3?-43 
(Banking) 


To  assist  in  carrying  on  business  affairs,  many  organiza- 
tions known  as  banks  have  been  established  in  all  parts  of  the 
country.  Banks  have  an  Important  place  in  our  modern  business 
system.  It  would  be  Just  as  difficult  today  to  carry  on 
business  without  the  services  of  banks  as  itw>uld  be  to  return 
to  barter  as  a means  of  exchanging  goods. 

Main  Idea: 


As  one  of  their  services,  banks  accept  deposits  of  money 
from  their  customers,  keep  the  money  in  a safe  place  for  them, 
and  pay  it  out  to  anyone  they  may  name.  This  is  known  as 
checking  account  service.  For  example,  suppose  that  you  de- 
posit in  a bank  $100  that  you  wish  to  be  placed  in  a checking 
account  in  your  name.  The  bank  will  pay  out  this  money  on 
your  written  order  to  another  person,  to  a business  firm,  or 
to  you.  ♦ . . 

Main  Idea: 


A checking  account  makes  it  unnecessary  for  individuals 
or  businesses  to  keep  large  sums  of  money  on  hand.  They  can 
make  payments  by  writing  checks  directing  their  banks  to  pay 
for  them.  This  is  a real  advantage.  When  large  amounts  are 
paid  in  cash,  there  is  always  danger  that  the  money  may  be  lost 
or  stolen. 

t 

Main  Idea: 


Commercial  banks  provide  checking  account  service  and 
often  operate  departments  known  as  savings  departments.  The 
savings  department  is  operated  separately  from  the  commercial 
department.  No  checks  may  be  drawn  against  a savings  account 
in, the  savings  department  of  a commercial  bank.  . . ♦ 


Main  Idea: 
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Exercise  No. : 


6 


Study  Skill: 
Directions: 


Outlining 

Read  pp.  47-54  (Bank  Accounts)  for  the  purpose 
of  discovering  the  main  idea  of  each  section 
and  the  minor  ideas  which  the  authors  used  to 
develop  these  main  ideas. 

Use  the  space  below  for  your  Outline, 
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Exercise  No. : 


7 


Study  Skill;  Outlining 

Directions:  Read  pp.  59-64  (Writing  Checks)  for  the  purpose 

of  completing  the  outline  below. 


I Writing  checks 

A No  special  form 
B 
C 
D 

1 

2 

3 

II  Check  stub 

A 

B 

C 

D Filled  out  completely  before  check  is  written 

iL  I Checking  account  balance 

A 

B 

C 

IV 

A Numbering  d?  check  and  atub 
B 
C 
D 
E 


Signature 
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Exercise  No. : 


8 


Study  Skill:  Skimming 

Directions:  See  how  quickly  you  can  find  the  answers  to  the 

following  questions.  All  the  answers  can  be 
found  between  pp.  69-76  (Care  in  Writing  Checks ^ 
It  is  not  necessary  to  read  every  word.  Skim 
to  find  the  answers  to  these  questions.  Write 
the  answers  in  the  space  provided.  Be  brief! 

1.  Why  must  checks  be  carefully  written? 

Answer: 

2.  Why  is  it  preferable  to  write  a check  with  ink? 

Answer: 

3.  How  should  you  write  the  amount  of  a check? 

Answer: 

4.  What  are  the  two  types  of  check-writing  machines  used  in 

business? 

Answer: 

5.  What  is  a counter  check? 

Answer: 
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Exercise  No. : 9 


Study  Skill:  Learning  Vocabulary  In  Context 

Directions:  Match  the  definitions  in  Column  II  with  the 

words  in  Column  I.  Ref er  to  pp.  81-88  (Transfer 
of  Checks)  for  clues  from  the  context. 


I 


II 


1.  Indorsement  in  full 

2.  Clearing  house 

3.  Indorsing 

4.  Federal  Reserve  Banking  System 

5.  Restrictive  Indasenent 

6.  Indorser 

7.  Indorsement  in  blank 


a.  Signature  written  on 
back  of  a check 

b.  An  indorsement  in 
which  payee  signs  only 
his  name 

c.  Person  to  whom  a check 
is  made  payable 

d.  Banking  system  estab- 
lished by  national 
government 

e.  Act  of  signing  name  on 
back  of  a check 


f.  An  indorsement  con- 
taining the  words 
MPay  to  the  order  of" 
followed  by  the  name 
of  the  person  to  whom 
check  is  transferred 

g.  System  by  which  banks 
transfer  checks  from 
one  to  another 


h.  One  who  has  a check 
in  his  possession 

I.  Indorsement  limiting 
the  use  of  check  to 
purpose  given  in 
indorsement 

J.  Person  who  signs  his 
name  on  the  back  of  a 
cnack 
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Exercise  No.: 


10 


Study  Skill:  Reading  for  Main  Ideas 

Directions:  Write  in  one  brief  sentence  the  Main  Idea  of 

each  of  the  following  paragraphs  taken  from 
pp.  93-99  (Keeping  a Personal  Checking  Account). 


In  order  to  handle  a depositor* s account,  a bank  must 
maintain  a banking  office  and  must  hire  a number  of  clerks. 
If  a depositor  has  a large  balance  in  his  account,  the  bank 
can  lend  a part  of  it  and  oan  thus  earn  an  income.  It  can 
therefore  afford  to  handle  the  depositor* s account  without 
cost  to  him.  . . • 

Main  Idea: 


After  a bank  has  paid  a check,  it  cancels  the  check  with 
a rubber  stamp  or  wL  th  a canceling  machine  that  perforates 
holes  in  the  check.  The  purpose  of  the  cancellation  is  to 
show  that  the  check  has  been  paid  and  to  avoid  the  possidlity 
of  its  being  paid  a second  time. 

Main  Idea: 


Some  of  the  checks  that  were  written  by  the  depositor 
may  not  have  been  presented  to  the  bank  for  payment  before  the 
statement  was  made.  Such  checks  are  known  as  outstanding 
checks.  If  there  are  outstanding  checks,  the  final  balance 
on  the  bank  statement  is  larger  than  the  balance  shown  on  the 
last  check  stub  in  the  depositor* s checkbook. 

Main  Idea: 


The  checks  that  a depositor  writes  are  not  charged  to  his 
account  until  they  have  been  paid  by  the  bank.  If,  before  a 
check  is  paid,  the  drawer  directs  the  bank  not  to  pay  it,  the 
bank  will  refuse  to  honor  it  when  it  is  presented  for  payment. 
This  is  called  stopping  payment  on  a check.  A charge  is  made 
by  many  banks  for  this  service. 


Main  Idea: 
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Exercise  No.:  11 

Study  Skill:  Outlining 


Directions : 


The  following  skeleton  outline  was  taken  from 
pp.  106-114  (Ways  of  Sending  Payments).  Read 
the  selection  for  the  purpose  of  completing  the 
outline.  Remember  the  outline  as  presented  is 
merely  suggestive  and  you  may  change  it,  if  you 
wi  sh. 


I Ways  of  sending  payments 

A Bank  checks  commonly  used  to  make  payments 

B 

C 

II  Other  ways  of  sending  payments 
A 

1 Form  issued  by  one  post  office  directing 
smother  post  office  to  pay  money 

2 

3 

4 

B United  States  Postal  Notes 

1 

2 

C Use  of  United  States  Postsd.  Money  Orders  and  Postal 
Notes 

1 

2 

3 

4 Information  about  indorsement  of  money  orders 

5 

6 

7 Ways  in  which  money  orders  and  notes  differ 

a 

b 

c 

d 
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Exercise  No.:  11  (continued) 


D Registered  letters 

1 

2 

3 

4 

5 

6 Disadvantages  of  sending  payments  by  this 
method 

a 

b 

E Express  money  orders 

1 

2 

3 

4 

5 

6 

7 No  written  applicatl  on  required 

8 
9 

10 

F Telegraph  money  order 

1 

2 

G Bank  drafts 

1 

2 

H Treasurer’s  or  cashier’s  checks 

1 

2 

3 

I Register  checks 

1 

2 

3 
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Exercise  No. : 11  (continued) 


J Certified  checks 

1 

2 

3 Bank  writes  its  guarantee  across  face  of 
check  to  certify  it 

4 

5 

6 
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Exercise  No.:  12 

Study  Skill:  Skimming 


Directions:  How  quickly  can  you  find  the  answers  to  the 

following  questions?  Ahe  answers  to  all  the 
questions  can  be  found  between  pp.  119-122 
(Planning  the  Use  of  Our  Money).  You  will  not 
have  to  read  every  word  to  find  the  answers  to 
these  questions.  Write  your  answers  in  the 
space  provided. 


1.  Who  is  a thrifty  person? 


Answer:  (One  who  gets  the  most  for  what  he  spends.) 


2.  Why  do  people  invest  their  money? 
Answer:  (To  make  a profit) 


3. 


Why  is  a thrifty  person  most  likely  to  be  successful? 
Answer:  (He  is  able  to  take  advantage  of  opportunities.) 


4.  Why  are  thrifty  people  patriotic? 


Answer: 


(Ahey  contribute  to  the  general  welfare  of  the 
nation. ) 
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Exercise  No.:  13 

Study  Skill:  Heading  for  Main  Ideas 


Directions:  Write  a brief  sentence  on  the  Main  Idea  of  each 

of  the  following  paragraphs  taken  from  pp.  126- 
134  (Budgets  and  Records  for  an  Individual). 


. * ♦ Thrift  does  not  take  care  of  Itself.  A person  can- 
not simply  determine  to  be  thrifty  and  then,  without  effort, 
save  a satisfactory  part  of  his  income  and  use  the  rest  of  his 
Income  to  the  best  advantage.  A definite  plan  must  be  made 
and  then  followed.  Such  a plan  is  known  as  a budget. 

Main  Idea: 


Sometimes  preparing  a budget  is  difficult  because  the 
income  varies  from  week  to  week  or  month  to  month.  James,  how- 
ever, could  estimate  his  income  very  closely.  The  amount 
given  him  by  his  parents  was  the  same  each  week.  . . • 

Main  Idea: 


Since  James  knew  the  amount  of  his  average  income,  his 
chief  task  was  to  estimate  his  expenditures  in  such  a way  that 
he  would  be  able  to  use  his  income  in  a thrifty  manner.  James 
therefore  decided  first  the  amount  that  he  wished  to  save.  He 
did  this  because  he  knew  that  if  he  decided  first  how  to  spend 
his  money,  he  problably  would  have  nothihg  left  for  savings. 

Main  Idea: 


James* s memorandum  book  . . . provided  a convenient  record 
of  his  income  and  expenditures.  However,  he  was  not  able  to 
record  his  Income  and  expenditures  in  this  book  so  that  they 
could  be  compared  readily  with  his  budget  allowances.  • . * 


Main  Idea: 
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Exercise  No. : 
Study  Skill; 
Directions; 


14 

Outlining 

Read  pp.  141-147  (Budgets  and  Records  for  a 
Family)  for  the  purpose  of  preparing  an  outline. 

Use  the  space  below  for  your  outline. 


'4. 
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Exercise  No.  : 15 

Study  Skill:  Outlining 

Directions:  The  following  outline  was  taken  from  pp.  155-160 

(Spending  Money  Wisely).  Complete  this  outline. 


I Buying  a personal  problem 

A 

B 

C 

II  Wise  buying  requires  a study  of  the  budget 

A 

B 

III 

A 

B 

IV  Budgets  provide  for  purchase  cf  necessary  goods 

A 

B Rules  for  judging  urgency  of  intended  purchases 

1 

2 

3 

4 
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Exercise  No . : 16 

Study  Skill:  Learning  Vocabulary  in  Context 


Directions:  In  the  space  at  the  right  of  each  definition  in 

Column  II,  write  the  letter  of  the  term  in 
Column  I which  it  defines.  Refer  to  pp.  176-181 
(^he  Use  of  Credit  in  Buying)  for  clues  from  the 
context . 


I 

a.  buying  on  credit 

b.  creditor 

c.  debtor 

d.  installment  buying 

e.  credit  rating 

f.  buying  for  cash 

g.  credit 


II 

1.  Promising  to  pay  for 
purchase  in  future 

2.  Charge  customer 

3.  Agreeing  to  pay  for 
purchase  in  per- 
iodical payments 

4.  Merchant  who  sells 
on  credit 

5.  Reputation  for  pay- 
ment of  debts 
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Exercise  No. : 


17 


Study  Skill:  Reading  for  Main  Ideas 

Directions:  In  the  blank  at  the  right  of  each  paragraph  on 

the  next  page  write  the  number  of  the  Main  Idea 
selected  from  the  list  given  below,  pp.  186-191 
(Borrowing  in  Order  to  Pay) 


Main  Ideas 

1.  A person  may  be  both  a consumer  and  a businessman. 

2.  Everyone  is  a consumer. 

3.  Loans  may  be  obtained  from  a number  of  sources. 

4.  The  holder  of  a note  may  transfer  the  ownership  of  the  note 
to  someone  else  by  an  Indorsement. 

5.  A note  may  be  indorsed  in  much  the  same  way  as  a check. 

6.  A borrower  is  often  required  to  give  the  lender  a mortgage. 

7.  Mortgages  on  homes,  automobiles,  and  furniture  are  very 
common. 

8.  A mortgage  is  a paper  signed  by  the  borrower  that  gives  the 
lender  the  right  of  ownership  of  ceftaln  property  of  the 
borrower  in  case  the  debt  is  not  paid. 

9.  A person  who  does  not  have  a good  credit  rating  or  who  wants 
to  borrow  a large  sum  of  money  must  give  something  more  than 
an  oral  promise  to  pay. 
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Exercise  No. : 17  (continued) 


Everyone  who  conducts  or  who  assists  In  conducting  2 

a business  may  be  referred  to  as  a businessman.  Every- 
one is  a consumer  of  business  products  and  services.  A 
person  may  therefore  be  both  a businessman  and  a con- 
sumer. 


Loans  may  be  dotained  from  a number  of  sources,  _J3 
such  as  banks,  small-loan  companies,  insurance  com- 
panies, building  and  loan  companies  or  co-operative 
badB,  and  credit  unions.  All  of  these  organizations 
make  a business  of  lending  money.  They  welcome  the 
chance  to  make  loans  to  those  who  wish  to  borrow  and 
who  can  give  satisfactory  evidence  that  they  will  re- 
pay the  amount  borrowed  with  interest. 


The  holder  of  a note  may  transfer  the  owner-  4 

ship  of  the  note  to  someone  else  by  an  indorsement. 

A note  may  be  indorsed  in  blank  or  in  full  in  much 
the  same  way  as  a check  is  indorsed. 


A person  who  has  a good  credit  rating  may  obtain 
a small  loan  for  a short  period  of  time  simply  by 
signing  a note.  However,  a person  who  does  not  have 
a good  credit  rating  or  who  wants  to  borrow  a large 
sum  for  a long  period  of  time  must  give  something 
more  than  a promise  to  pay.  For  example,  a borrower 
is  often  required  to  give  the  lender  a mortgage.  A 
mortgage  is  a paper  signed  by  the  borrower  that  gives 
the  lender  the  right  to  ownership  of  certain  property 
of  the  borrower  in  case  the  principal  or  interest  or 
both,  are  not  paid.  Mortgages  on  homes,  automobiles, 
and  even  furniture  are  very  common. 
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Exercise  No. : 18 


Study  tokill:  Reading  for  Main  Ideas 

Directions:  In  the  space  after  each  of  the  following  para- 

graphs, write  a brief  sentence  on  the  Main  Idea, 
pp.  197-203  (The  Cost  of  Borrowing) 


Borrowing  in  order  to  buy  enables  a person  to  buy  before 
he  otherwise  could,  but  borrowing  has  its  unpleasant  features* 
First,  all  loans  must  be  paid;  second,  the  amounts  that  must 
be  paid  are  larger,  sometimes  much  larger,  than  the  amounts 
that  were  borrowed.  The  amounts  that  must  be  paid  are  larger 
than  the  amounts  borrowed  because  of  interest. 

Main  Idea: 


If  you  owned  a house  and  permitted  someone  else  to  live  in 
it,  you  would  naturally  expect  him  to  pay  you  an  amount  called 
rent.  It  would  be  fair  for  you  to  receive  this  rent  because 
you  would  be  giving  the  other  person  the  privilege  of  using 
your  property. 

Main  Idea: 


When  a promissory  note  is  given  for  a loan,  the  interest 
may  be  collected  in  advance  or  it  may  be  payable  at  some  later 
date.  If  the  interest  is  paid  in  advance,  the  note  does  not 
have  to  include  any  statement  about  Interest.  In  that  case  the 
note  is  said  to  be  without  interest,  that  is,  noninterest  bear- 
ing. If  interest  is  payable  after  the  date  of  the  note,  the 
agreement  about  the  payment  of  the  interest  is  written  on  the 
note  itself.  Such  a note  is  said  to  be  interest-bearing. 

Main  Idea: 
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Exercise  No . : 


19 


Study  Skill:  Skimming 

Directions:  How  quickly  can  you  find  the  answers  to  the  fol- 

lowing questions  taken  from  pp.  207-211  (The 
Cost  of  Small  Loans)?  Write  each  answer  in  the 
space  provided. 

1.  Why  do  people  sometimes  need  small  loans? 

Answer:  (To  meet  emergencies) 

2.  Why  1 8 it  costly  to  make  a small  loan? 

Answer:  (Costs  as  much  as  a large  one) 

3.  How  do  you  find  the  cost  of  a small  loan? 

Answer: 

4.  Why  should  a person  Mshop  around”  before  borrowing? 

Answer:  (To  find  where  he  can  get  lowest  rate  of  interest) 
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Exercise  No.:  20 


Study  Skill:  Improving  Vocabulary  in  Context 

Directions:  In  the  space  at  the  right  of  each  definition  in 

Column  II,  write  the  letter  of  the  term  in  Col- 
umn I that  is  being  defined.  Refer  to  pp.  228- 
238  (Paying  for  Credit  Purchases)  for  clues  fra. 
the  context. 


I 


a.  invoice 

b.  credit  ticket 

c.  bill 

d.  statement 

e.  sales  ticket 


II 

1.  Form  used  to  refer  to 

charge  for  services  c 

2.  Record  of  sales  made 

on  credit  by  retailer  e 

3.  Form  given  to  cus- 
tomer when  a return 

is  made  to  seller  b 


4.  Written  form  acknow 
ledging  receipt  of 
money 


5.  Form  used  by  whole- 
saler when  he  sells 
to  retailer  a 


6.  Acknowledgment  of 
receipt  of  payment 
stamped  on  state- 
ment 


7.  Complete  record  of 

an  account  d 
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Exercise  No.:  21 


Study  Skill:  Heading  for  Main  Ideas 

Directions:  Write  one  sentence  on  the  Main  Idea  of  each  of 

the  following  paragraphs  taken  from  pp.  241-243 
(Sharing  Economic  Risks — Purpose  of  Sharing 
Economic  Risks). 


We  live  in  a dangerous  world.  At  one  time  a person  may  be 
earning  a good  income.  But  his  earning  power  may  be  lost  as  a 
result  of  an  accident,  old  age,  sickness,  or  death.  Or  he  may 
no  longer  be  employed  because  business  conditions  are  poor  and 
there  is  no  demand  for  his  services. 


Main  Idea: 


A person  may  have  a large  amount  of  property,  but  that  he 
can  keep  it  is  no  more  certain  than  that  he  can  retain  his 
earning  power.  If  he  owns  his  home,  it  may  be  destroyed  by 
fire  or  storm.  If  he  owns  an  automobile,  furniture,  money  or 
other  property,  it  may  be  lost  as  a result  of  fire,  theft,  or 
accident.  If  he  owns  a business,  the  business,  the  business 
may  fall  and  his  investment  may  become  worthless. 

Main  Idea: 


Insurance  companies  make  possible  the  sharing  of  a wide 
variety  of  risks.  Insurance  can  be  obtained  against  loss  of 
property  as  a result  of  fire,  storm,  or  theft;  against  the 
many  different  losses  that  are  the  result  of  automobile  ac- 
cidents; and  against  losses  caused  by  sickness,  accident  or 
death*  ... 

Main  Idea: 


Insurance  is  available  in  many  different  forms,  but  all 
forms  are  * like  in  that  they  are  methods  of  sharing  economic 
risks.  Nc  insurance  prevents  an  actual  loss  from  occurring. 
When  a house  burns,  it  is  gone.  When  a person  dies,  his  earnlrg 
power  stops.  . . . 

Main  Idea: 
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Exercise  No.: 


22 


Study  Skill: 
Directions : 


Skimming 

Skim  pp.  246-250  (Automobile  Insurance)  to  get  a 
general  idea  of  its  content.  At  the  end  of  three 
minutes,  when  time  is  called,  write  down,  with- 
out looking  back,  all  you  can  remember  under 
each  of  the  following  headings: 


1.  Co nprehensive  insurance 


2.  Collision  insurance 


3.  Property  damage  insurance 
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Exercise  No.:  23 

Study  Skill : Skimming 


Directions:  Skim  pp.  254-257  (Other  Property  Insurance)  to 

get  a general  idea  of  its  content.  At  the  end 
of  two  minutes,  when  time  is  called,  summarize 
without  looking  back,  what  you  can  remember. 
Write  between  100  and  200  words. 
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Exercise  No.:  24 


Study  Skill:  Heading  for  Main  Ideas 

Directions:  Find  and  underline  the  topic  sentence  of  each  of 

the  following  paragraphs . Remember  the  topic 
sentence  is  not  always  the  first  sentence, 
pp.  261-268  (Life  Insurance) 


Life  insurance  policies  with  many  different  provisions 
are  available.  Some  provide  for  the  payment  of  a fixed  amount 
on  the  death  of  the  insured;  others  provide  for  monthly  pay- 
ments to  one  or  more  of  the  dependents  of  the  insured;  and  still 
others  provide  for  regular  payments  to  the  insured  during  his 
old  age.  Many  policies  offer  a combination  of  these  provisions 
with  additional  provisions. 


A person  may  insure  not  only  his  own  life  but  also  the 
life  of  any  other  person  in  whom  he  has  an  insurable  interest. 

In  order  that  an  insurable  interest  in  another's  life  may  exist, 
there  must  be  some  kind  of  advantage  in  the  continued  life  of 
the  insured.  For  example,  you  may  have  an  insurable  interest 
in  the  lives  of  your  parents,  upon  whom  you  are  depending  for 
support;  but  you  do  not  have  an  insurable  interest  in  the  life 
of  a stranger. 


An  insurance  company  wishes  to  know  whether  the  person  who 
takes  out  an  insurance  policy  on  his  own  life  has  a fair  chance 
of  living  for  a reasonable  number  of  years.  It  therefore  re- 
quires that  the  applicant  fill  out  a blank  in  which  he  gives 
information  about  his  own  health  in  the  past  and  also  about  the 
health  of  hie  parents.  His  own  health  is  of  great  importance. 
However,  the  company  believes  that,  if  his  parents  are  in  good 
health  at  rather  advanced  ages , the  applicant  also  will  prob- 
ably live  to  a relatively  old  age. 


The  cash  surrender  value  of  an  insurance  policy  may  not 
equal  the  amount  that  would  have  been  saved  if  the  premiums 
had  been  invested  in  other  ways.  On  the  other  hand,  if  an 
Insurance  policyholder  should  die  shortly  after  taking  out  a 
policy,  the  beneficiaries — those  to  whom  the  policy  would  be 
payable --would  receive  the  full  amount  of  the  policy.  If  the 
same  amounts  had  been  deposited  in  a bank  or  invested  in  other 
ways , the  sum  saved  would  have  been  much  smaller. 
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Exercise  No.: 
Study  Skill: 


52 


25 

Reading  for  Main  Ideas 


Directions:  Write  a headline  for  each  of  the  following  para 

graphs  taken  from  pp.  271-276  (Methods  of 
Sharing  Other  Economic  Risks).  Do  not  exceed 
ten  words. 


Insurance  companies  make  possible  the  sharing  of  risks. 
These  companies  offer  accident  insurance  policies  in  which  they 
agree  to  make  payments  to  the  policyholders  in  the  event  they 
are  injured  in  accidents. 

Headline: 


Insurance  against  sickness  is  commonly  known  as  health 
insurance.  It,  like  accident  insurance,  offers  many  different 
types  of  protection.  Some  health  Insurance  policies  pay 
medical  and  hospital  bills  in  case  of  sickness.  Others  pay  a 
fixed  income  for  a certain  number  of  weeks  or  months. 

Headline: 


The  expense  of  sickness  is  often  greatly  increased  by 
hospital  bills.  In  order  to  help  people  share  the  risk  of 
hospital  expenses,  certain  groups  offer  what  may  be  called 
hospital  insurance. 

Headline: 


Workmen *8  compensation  is  one  of  the  important  methods  of 
sharing  risks.  That  this  true  is  indicated  by  the  fact  that 
in  one  year  one  state  collected  over  #20,000,000  for  workmen's 
compensation  and  distributed  that  amount  to  those  who  were 
injured  while  at  work. 

Headline: 


as 

• ; ‘ ' ( • i • 

• . • * • ' / A •'  , i. 

. :••••••  • ' j • ■ 


: • ■■  ;.f  ■ -r.  . 

: ; ><  v» 

: ; 


' 

- \ , 

* ■'  * ’•  - i : o 

: •?;:  f. 

. 

: • : 

'*.u  ' • , . * 1 


: ' 


’ ■ ' 

• :■  . : 

. » 


1 

' . 

* >i'-»  -*.  ■ U. ..  : 

: ' > *»  : 


Exercise  No. : 26 


Study  Skill : 
Directions: 


Outlining 

Read  pp.  281-286  (Accumulating  Savings — Planning 
a Savings  Program)  for  the  purpose  of  outlining 
the  author’s  main  and  minor  ideas. 

Use  the  space  below  for  your  outline. 
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Exercise  No.:  27 

Study  Skill:  Reading  to  Answer  Specific  Questions 

Directions:  Study  the  following  questions  until  you  have 

them  clearly  in  mind.  Read  pp.  281-286  (Ac- 
cumulating Savings — Planning  a Savings  Program \ 
Try  to  find  the  answers  to  all  the  questions 
in  one  reading. 


1.  How  can  a person  who  saves  a part  of  his  income  take  advan- 
tage of  opportunities? 

Answer:  (Have  cash  available) 


2.  Why  should  savings  be  wisely  invested? 

Answer:  (To  insure  return  of  principal  plus  interest) 

3.  Why  doesn't  a low  rate  of  Interest  guarantee  the  safety  of 
an  investment? 

Answer:  (Investor  may  be  mistaken  regarding  risk  involved) 

4.  What  are  the  qulifications  of  a good  investment? 

Answer:  Safety,  fair  rate  of  return,  reasonably  liquid) 

5.  How  can  a person  deposit  savings  as  rapidly  as  possible? 

Answer:  (Make  deposit  in  post  office,  savings  bank,  build- 

ing and  loan  association) 
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Exercise  No . : 28 


Study  Skill:  Heading  for  Main  Ideas 

Directions:  In  your  own  words,  briefly  identify  the  Main  Idea 

of  each  of  the  following  paragraphs  taken  from 
pp.  292-297  (Savings  Accounts). 


The  chief  disadvantage  of  making  deposits  in  savings  ac- 
counts in  commercial  banks  is  the  relatively  low  rate  of  int- 
erest paid.  The  Interest  rate  is  as  high  as  such  banks  can 
pay  because  they  are  unable  to  invest  the  funds  deposited  with 
them  to  earn  a high  rate  of  interest.  The  rate  paid  is  seldom 
as  much  as  2 per  cent.  Usually  investors  seek  a higher  rate 
of  interest  than  savings  banks  pay. 

Main  Idea: 


An  Investor  deals  with  a mutual  savings  bank  in  about  the 
same  way  as  a depositor  deals  with  an  ordinary  bank.  When  he 
opens  an  account,  he  fills  out  a certain  form  that  is  similar 
to  the  signature  card  of  a commercial  bank.  At  any  time  that 
he  wishes,  he  makes  deposits.  These  deposits  are  entered  in 
his  bankbook.  At  cetaln  times,  usually  every  six  months,  div- 
idends are  declared  and  are  paid  to  the  depositors  or  are  added 
to  the  depositors*  accounts. 

Main  Idea: 


A deposit  in  a mutual  savings  bank  is  safe.  Mutual  savings 
banks  use  great  care  in  investing  the  funds  deposited  with  them 
Also,  the  types  of  investment  that  they  can  make  are  limited  by 
law.  As  a result  they  have  in  the  past  had  a splendid  record 
in  caring  for  money  deposited  with  them  and  in  earning  div- 
idends for  their  depositors. 

Main  Idea: 
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Exercise  No. : 
Study  Skill: 
directions: 


29 

Skimming 

Skim  pp.  301-306  (Governmental  Aids  in  Savings) 
to  get  a general  idea  of  the  content.  When  time 
is  called,  write,  without  looking  back,  all  you 
can  remember  under  each  of  the  following  head- 
ings. 


1.  Postal  savings 


2.  United  States  savings  bonds 
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Exeroise  No. : 
Study  Skill: 
directions : 


30 

dimming 

Read  pp.  310-315  (Life  Insurance  in  Which  the 
Savings  Element  is  Small)  to  get  a general  idea 
of  its  content.  When  time  is  called,  summarize, 
without  looking  back,  as  much  of  the  selection 
as  you  can  remember. 

Write  between  100  and  200  words. 
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Exercise  No.:  31 


Study  Skill:  Reading  for  Main  Ideas 

Directions:  Find  and  underline  the  topic  sentence  of  each 

of  the  following  paragraphs  taken  from  pp.  320- 
328  (Life  Insurance  in  Which  the  Savings  Ele- 
ment is  Large). 


Limited-pay  ment  life  insurance  policies  are  similar  to 
ordinary  life  insurance  policies  in  that  the  face  of  the  policy 
is  paid  to  the  beneficiaries  only  on  the  death  of  the  insured 
person.  They  differ  from  ordinary  life  insurance  policies  in 
that  the  premiums  are  paid  for  a limited  time  only.  Limited- 
payment  life  Insurance  policies  are  written  for  different 
periods  of  time.  Common  periods  are  twenty  and  thirty  years. 
Such  policies  are  known  as  20-payment  and  30-payment  life  in- 
surance policies. 


Almost  all  insurance  companies  issue  what  are  known  as 
participating  insurance  policies.  When  one  has  a participating 
policy,  he  participates  or  shares  in  the  profits  of  the  company 
The  one  insured  under  such  a policy  pays  his  premiums  Just  as 
the  one  Insured  under  a nonparticipating  policy.  The  difference 
between  the  policies  lies  in  the  fact  that  companies  issuing 
participating  policies  distribute  a part  of  the  earnings,  known 
as  dividends,  at  the  end  of  each  year. 


In  participating  policies  the  premiums  charged  are  greater 
than  those  charged  for  nonparticipating  policies,  but  the 
dividends  that  are  paid  in  later  years  make  up  for  this  greater 
charge  at  the  beginning.  In  other  words,  in  a participating 
policy  the  actual  cost  of  the  premiums  decreases  instead  of 
increases.  . . . 


Life  insurance  is  desirable  as  a means  of  distributing  the 
risk  of  the  loss  of  earning  power  that  may  come  through  the 
death  of  the  policyholder.  When  one  is  considering  the  more 
expensive  policies,  however,  he  is  also  thinking  of  life  in- 
surance as  an  investment.  Life  Insurance  has  several  advantages 
as  an  Investment.  . . . 
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Exercise  No.:  32 


Study  Skill:  Reading  for  Main  Ideas 

Directions:  Write  a headline  of  not  more  than  ten  words  for 

each  of  the  following  paragraphs  taken  from 
pp.  335-342  (Investing  in  a Home). 


The  amount  charged  for  insurance  is  influenced  toy  the  value 
of  a house,  the  material  from  which  the  house  is  made,  the  lo- 
cation in  relation  to  other  buildings , and  the  quality  of  the 
local  protection  against  fire.  An  agent  for  an  insurance  com- 
pany can  give  the  rate  on  a house  that  may  toe  purchased.  The 
annual  cost  is  usually  not  more  than  one  half  of  1 per  cent  of 
the  value  of  the  house. 

Headline: 


Owning  a home  • . • has  advantages  also.  When  a family 
owns  its  home,  it  can  make  desirable  additions  to  the  house. 
It  can  improve  the  appearance  of  the  lot  toy  planting  trees, 
shrubs,  and  flowers,  with  the  assurance  that  it  will  gain  the 
benefit  of  these  additions.  Many  people  find  satisfaction  in 
owning  property  that  they  can  change  in  any  way  that  pleases 
them. 

Headline: 


Certain  companies  known  as  title  guarantee  companies 
operate  to  examine  the  titles  to  property  and  to  guarantee 
that  they  are  good.  If  the  title  that  is  guaranteed  by  such 
a company  does  not  prove  to  toe  a good  one,  the  guarantee 
company  will  pay  the  amount  of  the  loss. 

Headline: 
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Exercise  No. : 
Study  Skill: 
Directions : 


35 

Outlining 

Head  and  outline  pp.  347-352  (Travel — Methods  of 
Travel ) . 

Use  the  space  below  for  your  outline. 
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Exercise  No. : 


34 


Study  Skill:  Reading  to  Answer  Specific  Questions 

Directions:  Study  the  following  questions.  Read  pp.  355- 

361  (Traveling  by  Private  Automobile).  Try  to 
find  the  answers  to  all  the  questions  the  first 
time  you  read  the  selection.  Write  your  answers 
in  the  space  provided. 


1.  For  what  type  of  travel  do  most  people  use  the  automobile? 
Answer:  (Vacation  travel  and  short  trips) 


2.  How  should  you  select  overnight  accomodations? 
Answer:  (What  type  you  want;  cost) 


3.  Why  should  the  cost  of  the  trip  be  budgeted? 
Answer:  (Many  expenses  to  be  met) 


4.  What  motor  vehicle  laws  is  a driver  expected  to  follow  when 
driving  in  another  state? 

7 

Answer:  (Laws  of  home  state)  • 
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Exercise  No.:  35 

Study  Skill : Outlining 


Directions:  Head  pp.  366-372  (Planning  a Trip  by  Train,  Air- 

plane, or  Bus)  for  the  purpose  of  completing  the 
outline  below. 


I  Necessary  to  plan  method  of  travel 

A 

B 

C 

D 

II  Timetables 

A 

B 

C 

D 

III  Different  standard  times 

A 

B 

C 

IV 


A 

B 

C Official  Motor  Coach  Guides 


V 


Ticket a 
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Exercise  No.:  36 


63 


Study  Skill:  Reading  for  Main  Ideas 

Directions:  Write  one  sentence  on  the  Main  Idea  of  each  of 

the  following  paragraphs  taken  from  pp.  377-383 
(Traveling  on  Trains,  Airplanes,  and  Busses). 


Sleeping  cars  provide  varicuB  kinds  of  accommodations  for 
which  different  prices  are  charged.  The  least  expensive  ac- 
commodations are  the  upper  berths.  The  lower  berths  cost  more, 
but  because  of  their  convenience  are  more  popular.  Upper  and 
lower  berths  as  they  are  made  up  for  the  night  are  shown  at  the 
top  of  this  page  (p.378). 

Main  Idea: 


Berths  or  rooms  for  sleeping  are  not  provided  in  busses 
and  generally  are  not  available  in  airplanes  except  for  the 
longest  flights.  However,  most  busses  and  airplanes  are  equip- 
ped with  reclining  seafcs,  which  may  be  adjusted  by  individual 
passengers  to  provide  a reasonably  comfortable  sleeping  posi- 
tion. 

Main  Idea: 


To  get  baggage  service,  a person  delivers  his  trunk,  box, 
or  suitcase  to  the  baggage  office  at  the  depot  and  gives  his 
ticket  to  the  agent.  The  agent  punches  the  ticket  to  show  that 
the  baggage  has  been  accepted  and  makes  out  a baggage  check. 

One  section  of  this  check  is  given  to  the  traveler  together  wifi 
his  ticket,  and  the  other  section  is  fastened  to  the  baggage. 
Upon  arriving  at  his  destination,  the  traveler  can  obtain  the 
baggage  by  presenting  his  part  of  the  check  to  the  agent. 

Main  Idea* 
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Exercise  No. : 
« 

Study  Skill: 
Directions : 


37 

Outlining 

Read  pp.  387-393  (Services  for  Travelers)  and 
prepare  a brief  outline  of  the  major  and  minor 
ideas  of  each  section. 

Use  the  space  below  for  your  outline. 
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Exercise  No. : 38 

Study  Skill:  Improving  Vocabulary  in  Context 

Directions:  Rewrite  each  of  the  following  sentences.  Do  not 

use  the  term  in  each  sentence  that  is  underlined. 
Refer  to  pp.  397-402  (Planning  for  Foreign 
Travel)  for  clues  from  the  context. 


1.  Mr.  Arthur  obtained  a passport  for  a trip  to  England. 


2.  The  American  consul  in  London  visaed  Mr.  James*  paseport. 


3.  Mr.  Thompson  obtained  the  information  about  his  proposed 
trip  from  a travel  bureau. 


4.  The  staterooms  on  the  “Queen  Elizabeth*5  are  very  comfortable. 


5.  All  baggage  carried  to  Canada  is  examined  by  a customs 
officer. 
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Exercise  No. : 39 

Study  Skill:  Reading  for  Main  Ideas 


Directions:  Find  and  underline  the  topic  sentence  of  each 

of  the  following  paragraphs  taken  from  pp.  411 
416  (Telephone  Services). 


When  a person  subscribes  for  telephone  service,  the  tele- 
phone company  provides  the  telephone  and  installs  or  conneots 
the  instrument  in  the  location  desired  by  the  subscriber.  The 
telephone  remains  the  property  of  the  telephone  company.  If 
for  any  reason  telephone  service  for  a subscriber  is  discon- 
tinued, the  telephone  company  disconnects  the  telephone. 


A telephone  directory  is  the  property  of  the  telephone 
company  and  must  be  given  back  to  the  company  on  demand.  As 
telephone  numbers  are  sometimes  changed  and  new  numbers  are 
frequently  added,  new  directories  are  issued  at  certain  times, 
usually  twice  each  year. 


In  the  classified  section  of  the  directory,  the  classifica- 
tions are  arranged  alphabetically,  and  the  names  in  each  class 
are  listed  in  alphabetic  order.  If  a person  wishes  to  find  the 
telephone  number  of  a business  or  of  a professional  person,  he 
can  often  find  it  quickly  in  the  classified  section. 


When  one  telephone  line  is  used  by  two  or  more  subscribers, 
it  is  referred  to  as  a party  line.  Although  only  one  of  the 
subscribers  can  talk  over  the  line  at  one  time,  a party  line  is 
satisfactory  when  calls  are  not  made  too  frequently.  The  pur- 
pose of  a party  line  is  to  reduce  the  cost  of  telephone  ser- 
vice to  the  subscriber. 


For  the  convenience  of  subscribers,  telephone  companies 
provide,  for  an  additional  cost,  one  or  more  extra  telephones, 
placed  in  different  parts  of  the  home  or  the  office.  These  are 
known  as  extension  telephones.  Extension  telephones  are  on  the 
same  line,  ring  at  the  same  time,  and  are  called  by  the  same 
number.  It  is  therefore  unnecessary  for  them  to  have  any 
special  listing  in  the  directory. 
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Exercise  No. : 40 

Study  Skill:  Learning  Vocabulary  in  Context 


Directions: 


In  the  space  at  the  right  of  each  definition  in 
Column  II,  write  the  letter  of  the  term  in 
Column  I that  is  being  defined. 


a.  toll  call 

b.  messenger  call 

c.  person-to-person  call 

d.  station-to-etation  call 

e.  collect  call 

f.  local  call 


II 

1.  a call  made  to  someone 
who  does  not  have  a 
telephone 

2.  a call  in  which  caller 
gives  the  name  of  a 
specific  person  to 
whom  he  wishes  to 
talk 

3.  a call  in  which  the 
caller  will  talk  to 
anyone  who  answers 
phone 

4.  a call  in  which  the 
charges  are  to  be 
reversed 

5.  a call  between 
cities  through 
different  ex- 
changes 
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CHAPTER  VI 


SUGGESTIONS  FOR  FURTHER  RESEARCH 

These  exercises  should  be  administered  to  a large  popula- 
tion of  ninth  or  tenth  grade  pupils  enrolled  in  Junior  business 
training  classes  using  Crabbe  and  Salsgiver^  General  Business 
for  the  following  reasons: 

1.  To  determine  the  suitability  of  the  techniques  used 

in  these  exercises  for  use  with  students  on  the  ninth- 
grade  level 

2.  To  determine  the  order  of  difficulty  of  the  exercises 
for  use  in  Junior  business  training  classes  by  making 
an  item  analysis  of  the  answers  to  each  exercise 

3.  To  determine  wheter  administration  of  these  exercises 
Improved  mastery  of  subject  matter  in  Junior  business 
training  by  administering  the  exercises  to  one  group 
and  having  a control  group  receiving  similar  instruc- 
tion without  using  the  exercises  for  the  improvement 
of  study  skills 

4.  To  determine  whether  instruction  designed  for  the 
improvement  of  study  skills  needed  for  the  study  of 
Junior  business  training  would  carry  over  to  other 
content  subjects 


68 


II'  il 

■ Ur  1 r-<  ■ 


FifcSfilaiftf  10 1 t holloing  ollquq  &bm  ti&cutf  10  £{%tn.tn  Ito  flolS’ 

' , ' 

; - - ■ r.  " • : v • 

b$nu  Rf.ypl.  . 

' "■  • ..  ' ' ' ; 


iGVfl  ' );  ! 

; . . ■ 1 : '7:-  ■ ,U  r.\  : cS 

: : ' v:  '•  . ? . • n 'i  r,  : ' J .. 

y y . > • • : < r . r . : , 

• « * ••  .v 

: i ‘T  *nc  C r);.':y:  ■?,*<■•  n • J fy‘  . ' V.<  ' 

: : . • ' ; , ' r 

: t ■ 

i.  ' ; .i.:  .■  ‘ i • • . 

■J.w  u ■ ' - ■ . : ; ' ! v„  yVr  ru  r ■ 7 <<*  . 

. :m  ■ r • ill  *n.t (t r ■ 


BIBLIOGRAPHY 


69 


Artley,  A.  Sterl,  “Improving  Reading  In  Content  Fields,"  Sup- 
plementary Educational  Monograph , No.  62,  The  University 
of  Chicago  Press,  Chicago,  1947,  pp.  10-13. 

Betts,  Emmett  Albert,  Foundations  of  Reading  Instruction , 
American  Book  Company,  host on,  1946,  pp.  87-91. 

Bond,  Guy  L. , and  Eva  Bond,  De vel opmental  Reading  In  High 
School , The  Macmillan  Company,  New  York,  1941,  p.  8b. 

Bond,  Guy  L. , and  Bertha  Handlon,  Adapting  Instruction  In 

Reading  to  Individual  Differences , University  of  Minne- 
apolis Press,  Minneapolis,  No.  5,  1948,  pp.  6-10. 

Browne,  Mary  Eileen,  Exercises  In  Classification  to  Stimulate 
Thought  and  Develop  Paragraph  Sense,  CnpuHTl'sEed  Master^ s 
Service  Paper,  Boston  University  School  of  Education, 
Boston,  1937,  78  pp. 

Crabbe,  ^rnest  H. , and  Paul  L.  Salsgiver,  General  Business , 

South-Western  Publishing  Company,  Cincinnati,  1946,  1>60  pp 

Durrell,  Donald  D. , Improvement  of  Basic  Reading  Abilities , 
World  Book  Company,  Yonkers-on-Hudson , 1940,  407  pp. 

Durrell,  Donald  D. , and  Helen  Blair  ^ulllvan,  Primary  Word  Llst^ 
Boston  University  Educational  Clinic,  Boston,  1948. 

Gates,  Arthur  I.,  The  Improvement  of  Reading,  The  Macmillan 
Company,  New  York,  1937,  pp.  4§-50. 

Hulsman,  Helen  Louise,  Exercises  to  Develop  Reading  Organiza- 
tion in  Grade  Six,  Unpublished  Master's  Service  Paper, 

Bos torPUnl vers Ity  School  of  Education,  Boston,  1947,  90  pp. 

Kenneally,  Katherine  G. , The  Relative  Order  of  Difficulty  of 
Several  Types  of  Study  Skills ‘‘‘Tn  the  intermediate  tirades, 
Unpublished  Master's  Thesis,  Boston  University  School  of 
Education,  Boston,  1939,  70  pp. 

Knapp,  Jessie  V.  , “Improving  Reading  Skills  In  the  Content 

^reas,“  Elementary  English,  vol.  24:  No.  8,  December,  1947. 

Leary,  Bernice  E. , “Improving  Reading  in  Content  Fields," 

Supplementary  Educational  Monograph,  No.  62,  The  Univer- 
sity of  Chicago  Press,  Chicago 7 1947,  pp.  10-13. 


: " ' ')•}  ■ ‘ . •*,  , \ 
- • • < ' • ' "o  j 


' 

. . 


1 > ■’ 

, ' .V  ; . . 

• • 


■ 

i ■ 

I 

. 

••  • • - • • - ■-*  • • - - • — ■ 


. . . : - . ..  . 

J ' . . , . > . - ' _ . 

. . . ’ ' V7  f • " 7 ’ ■ • 


McCullough,  Constance  M. , Ruth  M.  Strang,  and  Arthur  E,  Traxler 
Problems  In  the  Improvement  of  Reading,  McGraw-Hill  Book 
Company,  Tnc. , New  York,  194^7  pp.  165-199 . 

McDonald,  Avis,  Exercises  for  Organization  of  Reading  Material 
In  the  Social  StudlesT  Pnpupllshed  MasTer^s  Service  Paper, 
Boston  University  School  of  Education,  Boston,  1945,  99  pp 

McDonald,  Loretta  Katherine,  Workbook  of  Exercises  for  Teaching 
Outlining,  Unpublished  Master* s Service  Paper,  Boston 
University  School  of  Education,  Boston,  1946,  107  pp. 

McKee,  Paul,  The  Teaching  of  Reading,  Houghton  Mifflin  Company, 

< Boston,  1§48,  pp.  4x5^16. 

Senften,  Nellie,  The ^Construction  of  Exercises  to  Promote  the 
Development  o?  "fundamental  ^tucTy^Bkllls  at  The'  Second 
Grade  Level , "Unpublished  Masters  Service  Paper,  Boston 
University  School  of  Education,  Boston,  1949,  103  pp. 

Skahan,  Mary  Gertrude,  Improving  Reading  Comprehension  In  the 
Social  Studies , Unpublished  Master's  Service  £aper, 

Boston  University  School  of  Education,  Boston,  1945,  106pp. 

Welch,  Gertrude  R. , Exercises  to  Develop  Reading  Organization 
in  Grade  Three,  Unpublished  Master's  Service  Paper,  Boston 
University  School  of  Education,  ^oston,  1949,  104  pp. 

Witty,  Paul,  Journal  of  Experimental  Education,  vol.  15:  No.  4, 
June,  194*7. 

Witty,  Paul,  Reading  In  Modern  Education , B.  C.  Heath  and  Com- 
pany, Boston,  194§\  pp.  176-270. 


4 


} 


, . ; 1 


t - . ' 


jDnobo’i, 


v • : 

i 1 to!  <;cl0Vf  Ci 


i . 


• • ' ■ ■ , ,Jl  ’/  .1 


1 


I , 


■ . , - • • 


to  ^ 


1 >■ 

■ : . i 


. 


ca-cJ  rvv  «oi  yn  , t-u  r»  •'  ce  . , _ 

e-  twpvfgcti«n  o f £*£**%  _ * 

T *'>*(?%«* 


